Approved For Release 2006/11/21 : CIA-RDP70-00211R000800300081-0
CONFIDENWNTIAL

10 January 1961

MEMORANDUM FOR:
SUBSECT ¢ 1961 Clandestine Services Records Invembory

1. Two previous inventories of C3 paper holdings have resulted in
road totals which indiocate only whare the greatest acoumlations of
peper axist, In order to take any action from these data, we would have
to do & comparative study, returmn to those wunits appearing to be out of
line, and go through their records all over again, Various C3 umits,
however, have taken intensive and detailed inventories on their own,
conastidared the actual utility of each file series with the custodian on
the spot and, in every oase, have been able to reduce their paper hold-
ings substantially by eithor retirement or destrustion, Looking forward
to moving into the new building, these units are in excellent shape and
will not be in the position of moving extraneous safes and flles which
will oomplicate 1ife at that tims,

2. We, in the DDP/RMO staff, are now attempting to combine the
natural impetus of the forthcoming move with our own interest in clesn-
ing up the CS files, obtaining socme acourats and comprehensive records
data, and preparing proper Records Oontrol Schedules to keep us in shape
heroafter, To this end, we ask your cooperation in taking an inventory
of your paper holdings with the forms and in the memmer prescribed in
attachmnt, '

3. Being the first really intensive look at the records of most
wnite, this inventory must be taken by unit personnel with a minimm of
outside help, It is strongly recommended that a twoeman team (or teams)
be sonstituted consisting of the FMO or ocne officer who knows something
about records, recordes sohedules, etc,, and one secretary or notetaker
to accompany him. This team should then proesed throwgh tha unit, dis
cussing each file series with ths holder or custodian meking recommenda-
tions on the spot. The sacretary will £i11 in the forms and meke sppro-
priate notes leading to later preparation of written recommendations and
schedules for the particular wnit suwrveyed. This offics, of comrse, 1s
prepared to offer any appropriate assistance in the shape of forws,
advioa or personnel,

o

DD/P Records Management Officer

Attachments
As stated
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IRSTRUCTION SEUETS AMD FORME 10 BE USED IN 1961

i

CLANDESTIWE SERVICES

RECORDS_INVENTORY

2
X

Tet b« Insbroetioneg for Uging Form b - 0F Haeapliiulstion Sheset

ol 7 - imavruchions {or Usiag Pousn 2 - C8 Toventory YWork Sheet
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CLAKDESTINE SERVI 1 GOR

Tn order to arrive at any accaptable standards of recoxds keeping in the
diffuse and varied Clsndestine Services, we must observe the inter-play
of thres factors, namely: the numbers of people, the functions they per-
form, and the records they actuslly keep and use, If properly collacted
and enalyged, such data will ensble us %03 (1) set up efficiently in the
new building, (2} prepare Records Control Schedules baesad on demonstrated
need which will keep us within bounds, and (3) understand and descrilts
our records capacities and limitations in order to ‘facilitate exacutive
decision relative to ouwr internal efisctiveness, our mission and our ser-
vice, Thus, we are interested in much mors than the simplae and obvious
corollary objectives of eliminating ussless accumilated paper and proe-
moting records omaciousness and good housekeeping, Those who take this
Inventory can agsist immeasurabiy by keeping this view in mind and making
sppropriate comments as they occur,

FREEHE R

Records inventories produss results, 80 to speak, on two levels: (1) reo-
ognition of an existing records problem and immediate action at the time
the inventory is taken and (2) afier all results are in, analysls, come
parison of the types and quenitlties of noldings by unite engsged in
similap duties, and the drawing of averages, will produce standards which
ean be applisd by execubive wugans, In order %o service thess two objac-
tives, it is necesssry thai inventories be taken and totaled and immediate
recommendations prepared in memorandunm form for one wnit at a time at the
lowest commend levels: branch, area desk, or gtaif saction, This will not
only producs pertinent recormsndations whils they arae iresh in the mind,
5% will permlt proper comparison of wnits at all levels at a later date,

The atteched forms have been designed specifically for (S Records Inven-
tory use and will reflect practically every Type of macord known to exist
in the 03, If, however, a file series does not [it the form, simply
deseribs it wnder COMMENT. All guweries, provlems snd reguests for assist-
anee should be veferred to| in the
office of IDP/RMO, Room 2010 L Building, |

Attachmente:
Tab 1 - Ingtructions for Ysing Form L -~ 5 Recapitulation Sheet
Tab 2 - Instructions for Using Form 2 - S Invenbory Work Sheet
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Tab 1l

INSTRUCTIONS FOR USING FORM 1 - C3 RECAPITULATION SHEET

all Reports Units together, The first step is 40 interview
mt%-ﬁ;‘toghief to obtain the general data at the top of the form, Show
normsl oneboard strength of the Unit excluding "oasuals", The last
step in the inventory will be to fill in the linear totals and prepare
a memorandum report for the Unit Chief, advising him of his totals and
making any immediate and obvious recommendations for destruction, pwrg-
ing, retiremsnt or consolidation of records which have become apparent.

Attachment:
Form 1 = (S Recapitulation Shest

CONFIDENTIAL
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Tebh 2

INSTRUCTIONS FOR USING FORM 2 - C3 INVENTOR{ WORK SHEET

Use one form for ecch readiiy identifiable file serias or other logical group-
ing of f£iles, This would norrelly mean that 2 new form would be used for each
change in either Type or Csiegory as showm on the check-off section of the form

By
iheelf,
SR T

Unit, Room No., Safe No, -~ Fill in completely cn sach shwet in order o permit

ceadjr TdentiPication and sccess Lo ths recoml in guestion at a later date, In.
pert "vault" when approprisie.

Footage to Nearsst % Fool ~. Nots that one safe drawer holds two feet. This

rfinmmu meagurensnt is thu;" » of a drawer, lesser guantities wsually comprise
& misosllany whizh fits none of our cabegoriss and mesy be safely ignoreti Uze

common semse and entar leswsr measuremends only as 1L appeares Yo be approprisie

- and nNEcssSsary.

Pype and Category -« In tius moction we sre interested in fobsl footags, bhus,

% SLmple check mevk ho combine with your measurement will suffice,

Conment - This is, of course, the most important factor involved in conduoting

the survey, in that the description muet permit later Judgment to be applied.

Although many ecomments may prove o Y8 extransous; il we are teking the trondls
%o Llook ab & file saries we might just as well take the opportunity to thoroughly
depepribe and commend. With respact to most of the types and categories shown

on the form, the date we require is apparent. The following instructions are
intended to clarify only those ibems whmre confusion may exist, Please bs

slart to the factor of duplicatiom, There is no way in which thia can be read-
ily indicated other than through your degeription. If, for example, you note
the same Chrono file being maintained at Desk, DBranch and Staff levels, please

go indioste. Purthermorc, if OS5 record copiee appesr in other than official €S
files, this too should bs noted.

faciliary (non=(5) Piles -- TWo check mayrks are neCansary to provide a
szom}.ata desc?intwe title for the filaﬁ thus: opamtmnalaaubjeci:a,
or reporte:wphmma or CE/CT mrjersonalimgs,

G’nrmaq - Indicate the tyoe and whethar it is a calle, dispatch or
mamoranida chrono, the dates esvered, and the polnt of orizin or symbols
a3 appropriste.

CONPIDEFTITAL
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Personalities -~ Indicate the use and method of filing, i.s., whether
alphabetical, numerical. or soms obher fashion.

Subjests ~- Provide as complete a deseription as possibls of the sub-
) covered, the purpose of the file, and the use %o which it ie put.
If it is possible to obtain a list of the files readily, pleass do so,

Policy -- This category is included to cover the working files hsld ly
'n'ﬁ?g'%ﬁ.t Chiefs, often characterized as Administrative but usually con-

taining mors of a miscellany of informal. sensitive, operational and so
forth, paper.

Layds «- The lincor feet of cards, either 3'x5% or hWx8%, is readily
Butimated Y counting ths number of Full card trays and multiplying hy
eithar twe ool or onme and ono-half feet sinee sll caxd trays in (5 card
aafag corvesvond Lo one or the other ol those measuvamenis. The aversage
TEM drawer containg four linesr fest of eards and the sverage Kardex safe
eatinet should be estimated ab one linsar fook. In all cases, estimate
treys to nearast % foob, We are not interssied in miscellsneous boxes of
cards whather classified or not,

Operational( Support)aterial -« Hueh Steil paper wil: e inclwded in whis
catesory, leasontendsd to cover such Lhings ss research peper, opere-
tionel intelligencs, developmant of technical sguipment; studies and proe
jacts of various kinds having an indirect or diffuse bearing upon area
division operations, Target studies, for instance, normslly broad in thelr
application, would be characterized as cperational support material.

Admin -~ Indicate whether Admin files pertain to finence, logistic or per-
sonnel matters, or simply stabe the type of mixture if this is the cass,

Action Recommendation -- Your comrsnt in this space dep@ds upon a number of
Tactors, the most important being the type or category of fils, Regardless of
this, however, please bear in mind that we are trying to:

{1) Eliminate any and all paper that is seldom ussd by recommending that
1% be rotired or dastroysd and

{2) Egtablish a rational systom for the periodic retirement of paper which
18 now usaful bud which will inevitahly become dated,

Oy first objective ig hest served by epotting those files or parts of files,
rogardisss of type, which are not active and recommending "Retire or Destroy®,

[ ]
if the custodian will concur on the epob, so much the betier. @ ‘ﬂjb&j;ﬂ

~
oA o
. PN k
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The seoond objective will be served if the persons iLaking the inventory will
query the w:jtodiln on the actual use of the file relative to ita bulk and
apparent purpose, snaliling us later to prepare schedules besed on reality.

It should be noted finally, for the information of all concerned, that we are

angaged in an educational Wt not an arhitrary process, All destruction, re-

tirememt and scheduled retirement will take the form of recormendations to the
Tait Chief,

ttachments
Form 2 - S Inventoyy Work Sheet

w3
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